Connecticut SAT® School Day
Training for Test Supervisors
and SSD Coordinators
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Agenda

Our goal today Is to provide an
overview for school staff to prepare you
for the March 2018 SAT administration.

« Updates

 Accommodations

* Planning for Test Day

* Planning Rooms & Staffing

» Returning Materials and Makeups
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2018 Connecticut SAT School Day

Primary Test Date:
March 21, 2018

Make-up Dates:
April 24 and 25, 2018
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2018 CT SAT School Day Key Dates
Activity  Audiece __ [Dates

CB Accommodations Requests

State Allowed Accommodations
Supervisors Kit

Pre-Administration Materials Shipment
Test Materials Arrive in Schools

Test Day

Deadline to submit makeup material requests

Make-up Test Day

SSD Coordinator

SSD Coordinator

Test Center Supervisor
Test Center Supervisor
Test Center Supervisor

Test Center Supervisor
Test Day Staff

Test Center Supervisor

Test Center Supervisor
Test Day Staff

Closed 1/30/18-
But Late Window for
New Students

Now —3/15/18
By 2/9/18
By 3/8/18

One Week Prior to Test
3/21/18

3/23/18

4/24/18
4/25/18 (if necessary)
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Connecticut SAT School Day Testing Manuals

= | 4 - There are three different
manuals.
SAT°SCHOOL DAY
Supervisor .
Manual | - - Include policies and procedures
e for testing.
PR SAT-SCHOOL DAY ]
Standard - Please share the appropriate
Testing Manual manuals with your test day staff.
- . o |&
B o PO - As you continue this training, you
= SAT-SCHOOL DAY will see this icon , which pOintS
] Accommodated out related information from the
Testing Manual manuals.
o 8 g

@ ‘SECURITY REQUIREMENTS
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Contact Information

T s | who | hone | Emal

e Test Administration Procedures

. 855-373- satschoolday@collegebo

Questions College Board 6387 rd.or

* Test Materials S
: Michelle 860-713- :

CT SAT School Day Questions Rosado 6748 michelle.rosado@ct.gov
* Designated Supports and 860-713-

Accommodations Questions Joe Amenta 6855 Joseph.Amenta@ct.gov
e CTAA and NGSS Alternate Janet Stuck 860-713- Janet.Stuck@ct.gov

Assessment 6837
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Communication

CSDE Student Assessment Newsletter

Sent to the DA identified with the TIDE DA user role, as well
as the secondary contact. CT SAT Test Center Supervisors
and English Learner Assessment Coordinators also receive a
copy; additionally, anyone can subscribe.

College Board Web Site

https.//www.collegeboard.org/
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https://www.collegeboard.org/

EgBE WeB glte

New address as of February 17, 2018
http://portal.ct.gov/sde

=~ onnecticut's Official .
Lg[]U e Search Connecticut Government... ¥

HOME DEPARTMENT OF EDUCATION - BETA K-12 EDUCATION ACCOUNTABILITY-ASSESSMENT-DATA STUDENT ASSESSMENT 2017 - 2018 CONNECTICUT STUDENT ASSESSMENT MAIN PAGE

_-/ 2017 - 2018 Connecticut Student Assessment Main Page

Buanis Overview

Related Resources The Connecticut Summative Assessment system includes the following assessments:
Laws/Regulations * The Connecticut Smarter Balanced Assessment for students in Grades 3 through 8.

Contact * The Next Generation Science Standards(NGSS) assessment for students in Grades 5, 8 and 11.

* The Connecticut SAT School Day for students in Grade 11.

Provided by: * The Connecticut Alternate Assessment (CTAA) in Grades 3 through 8 and 11 and the Connecticut
Department of Education - Beta NGSS Alternate Assessment in Grades 5, 8 and 11 for students who may have significant cognitive
disabilities.

* The English Language Proficiency assessment (LAS - Links) in Grades K - 12 for English learners.
« The Connecticut Physical Fitness Assessment in Grades 4, 6, 8 and high school.

* The Fall Kindergarten Entrance Inventory is administered to Kindergarten students.

2017-18 Summative Assessment Calendar

Grade Testing
Content Area(s) Assessment .
(s) Window
English Language Proficiency: January
Speaking, Listening, Reading, and  LAS-Links K-12 3-March 9,

LY VS P .

s TN A NS um’iﬂuwuu&u

SN AT LY D


http://portal.ct.gov/sde

Office Hours- New This Year

» Time set aside on a weekly basis for schools
and districts to call in and get questions
answered.

* Weekly calls on Wednesday from 2-3pm
beginning on February 21, 2018, and running
through March 20.

» Registration links will be e-mailed.
» CSDE and College Board are on the calls.
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The Importance of Training

The Connecticut SAT® School Day is a
standardized test.

Valid results DEPEND on STRICT
ADHERENCE to the procedures in this training.

Please pay special attention to the
security requirements, denoted by a
padlock icon.

We're counting on your compliance.
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Test Security
Breaches of test security include, but are not limited to:
- analyzing/copying test items
- coaching students

- giving students answers, and/or changing students’
answers

- allowing students access to digital, electronic, or
manual devices (except approved accommaodations)

Cell phone use by students and proctors

in testing rooms is prohibited!
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Participation - Connecticut General
Statues 10-14n

(b) (1) For the school year commencing July 1, 2015, and each school
year thereafter, each student enrolled in grades three to eight,
inclusive, and grade eleven in any public school shall, annually, take
a mastery examination in reading, writing and mathematics during
the regular school day.

(2) For the school year commencing July 1, 2013, to July 1, 2017,
inclusive, each student enrolled in grades five, eight and ten in any
public school shall, annually, in March or April, take a state-wide
mastery examination in science during the regular school day.

(3) For the school year commencing July 1, 2018, and each school
year thereafter, each student enrolled in grades five eight and
eleven in any public school shall annually take a state-wide
mastery examination in science during the regular school day.

6 CollegeBoard



Participation

Federal law continues to expect full participation
of all students on the state summative
assessments. The minimum standard for the
participation rate Is at least 95 percent of all
students and all student groups for each subject.
For accountability purposes at the district and
school level, the CSDE evaluates the
participation rate for all students, as well as
students in the "high needs" subgroup for all
content areas.
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Testing Students at Out of State and
In State Non-Approved Schools

Connedcticut public school districts are responsible
to test students in the Public School Information
System (PSIS) who are enrolled in out-of-state
facilities or are enrolled in state non-approved
schools.
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Testlng Grade 12 students

A small number of Grade 12 students will be required to
take the Connecticut SAT School Day. Schools must test
Grade 12 students if they “skipped” Grade 11 because of
lack of credits. This is the only reason to test a grade 12
student.

Students who were absent in grade 11 do not test in
grade 12.

Schools with eligible Grade 12 students were required to
fax a list including each student’s name, SASID number
and DOB to the CSDE in order to register the student.

No Grade 8, 9 or 10 students are permitted to take the
Connecticut SAT School Day. Any tests received for
these students will NOT be scored.
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Score Reporting

Students receive their Connecticut SAT test results through their
online College Board account

Districts can access the test results through the College Board online
score report portal

Summary and student results will also be posted on CSDE’s EdSight
system http://edsight.ct.gov

~__EdSight S

rui Students

= Reports | Connecticut State Department Of Education | List: | ANl Districts (124)

— Connecticut Education at a Glance
Related Links SAT School Day April 5, 2017, All grades - Scores by Institution

NEW THIS MONTH OVERVIEW STUDENTS
onditien of Education . ;t::;‘gswﬂmw 206 538,893 Total Score 400-1500 ~ Y Fites = ®H  eroe
- 2016-17 Bullying Districts Total Enroliment
- 2016-17 Incidents
. 2016-17 Sanctions 1 ,4 41 9.9% __s,tate ) Total Group
Public Schools/Programs Chronic Absenteeism L e
1029 992
uctional Video: -
EDUCATORS INSTRUCTION PERFORMANCE
Q
52,641.1 76.0% 73.1
Certified Staff FTE Schools Offering AP State Accountability Index*
sssssss
8.3% 87.4%
. 0, .
Minority Certified Staff 85-1 A] Four-year Cohort
Students On-Track to Graduation Rate*
Gradnatinn®
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http://edsight.ct.gov/SASPortal/main.do

What’s New?
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Test Day Updates

The SOAR roster has been eliminated. Schools will create their
own rosters of students taking the standard CT SAT.

The Nonstandard Administration Report, or NAR, will now include
ALL students who are approved for accommodations in SSD.

Test Center Codes are not being used. Schools will use their 6-
digit Attending Institution (Al code) only.

Admission tickets are no longer issued, making your test
administration easier and more manageable.

Students will no longer need a registration number for their answer
sheet. Answer sheets will request their state student ID, which will
be included on their pre-ID label, in lieu of registration number.

Students are not required to supply a photo ID unless the student is
unknown to the testing staft.
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Registration

Schools will receive Pre-ID labels for all

students who were In
file as of January 30,

the PSIS registration
2018.

Please note that the student information In

Power School is not t
registration. Please c

ne same as PSIS
neck with your district’s

PSIS coordinator to ©
Grade 11 students.

etermine the list of

The CT SAT School Day program does not

use TIDE.
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Registration

All Grade 11 students in PSIS are registered by the CSDE
to take the CT SAT School Day. The CSDE pulls a file
from PSIS registration and submits the file to the College
Board. There are three files that will be submitted to the
College Board from PSIS in order to capture students who
move in and out of schools. The dates for the file
submissions to the College Board are:

January 30, 2018
March 15, 2018

April 18, 2018
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PSIS Registration Module

It is important to keep the following 7 fields updated in the
PSIS Registration Module for the Connecticut SAT School
Day in order to generate appropriate student rosters and
student labels, and for accurate final reporting.

- Special Education (SPED) Status;
- Free and Reduced Lunch (FRL) Status;
- English learner (EL) Status;
- Military Family;
- Homeless;
- Recently Arrived EL; and
- Section 504 Status.
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Pre-administration Materials

Schools will receive student answer sheets between March 5 and
7. This will allow schools to schedule time prior to the test to have

students grid required demographics.

The shipment will include answer sheets, labels and manuals.

Pre-ID labels will be generated for all Grade 11 students who are
In PSIS as of January 30, 2018. These labels should be affixed
to the answer booklet by school staff prior to testing.

Last First
SASID Name Name MI

ORI R OO0 X
HKOO0O0C X0OOOCOOOCOOCOOOOCOOOCOOOOO0K

IIIIlIII‘II‘l‘III aacer x o

GENDER: X GRD: nn
SAT 2018

School
(Al) Code

Test and
Year

School
Name

Barcode
Number
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Pre-administration Materials

The answer sheet now includes a place for
students to indicate their four free score
sends.

Pre-administration materials also include:

SAT Student Guides which contain information
about the SAT, the terms and conditions as well as
practice materials.

Student Answer Sheet Instructions which include
the codes for colleges and universities for the free
score sends.

6 CollegeBoard



Test Materials

All test materials will be shipped to the Test Supervisor
one week before the test.

Pink test books have been eliminated.

Students will use purple for standard, blue for
nonstandard testing rooms or lime green for state-
allowed accommodations.
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School Day and Weekend SAT Testing —
An Important Reminder

If your school also offers weekend SAT
testing, remember:

Connecticut SAT School Day materials sent to
the test supervisor and to the SSD coordinator
must never be mixed with weekend testing
materials.

Mixing materials could lead to delays and
possible cancellation of scores.
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Connecticut SAT School Day Accommodations

Used for state accountability system and college admission: Submit request on the SSD

Students with
Disabilities

Students with an
IEP or Section 504
Plan

English Learners
(EL)

website
Abacus .
American Sign Language (ASL)- test directions only e
Braille .
Color Overlay °
Computer

Extra/Extended Breaks
Large Print Booklet
Magnification Device
Modify Setting
Multiplication table

Noise Buffering

Reader

Scribe

Signed Exact English -test directions and test
content

Speech-to-Text (CB Assistive Technology)

4 Function Calculator

Text-to-Speech for all test content (CB MP3 audio)
Time Extension 50% or 100%

Examples of common accommodations, the list is
not exhaustive

Used for state accountability system and college admission.

No need to submit request on the SSD

website

* Written Test Directions in:
Albanian, Arabic, Bengali, Chinese/Mandarin,
Gujarti, Haitian Creole, Hindi, Polish, Portuguese,
Russian, Spanish, Urdu, Vietnamese
Native Language Reader — test directions only
Bilingual Dictionary Word-to-Word in: Languages above
plus Bosnian, French, Somali, Italian, Cambodian
(Khmer), Burmese, German, Hmong, Japanese, Korean,
Nepali, Punjabi, Romanian, Swahili

Applicable only for CT SAT School Day:

Submit request on the SAA website

Time Extension - 50% extended time


http://www.sde.ct.gov/sde/lib/sde/pdf/student_assessment/sat/Arabic_SAT_Test_Directions_FINAL.pdf
http://www.sde.ct.gov/sde/lib/sde/pdf/student_assessment/sat/spring-2017-sat-sd-college-board-approved-glossaries.pdf

Time Extension vs. Extra Breaks

Time Extension al
complete the test. |

ows the student extra time to
"his Is time working In an open

test booklet. Availa
standard time.

nle for 50% or 100% above

Extra/Extended Breaks allows the student breaks

from testing. The test booklet must remain closed

during the break.
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Connecticut SAT School Day Accommodations

TIME EXTENSION: THINGS TO

CONSIDER
Provided to students whose disabilities, processing,

physical needs require additional time to complete a timed
assessment.

Available as 50% or 100% time extension. With 100%
extended time the student may need to be tested over 2 days.

Avallable for Evidence Based Reading/Writing or
Mathematics, or for both.

Student must remain in room for all of the extended time
requested even if they finish early.

Students approved for time extension automatically
p recelve extra breaks.
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Types of College Board Accommodations

Timing
Accommodation  Day(s) What to Know
, e Student will receive extended time for ALL sections.
50% extended time L ) ,
_ 1Day e Student must use the entire time for which they are approved. Student will
for reading .
automatically be approved for extra breaks.
_ e Student will receive extended time only for the math sections.
50% extended time L , ,
for math 1Day e Student must use the entire time for which they are approved. Student will
automatically be approved with extra breaks.
e Students will receive extended time for ALL sections.
100% extended L . ,
_ _ 2Day e Students must use the entire time for which they are approved. Student will
time for reading _ _
automatically be approved with extra breaks.
Stud ' ' ' :
100% extended o udent will receive exter?ded. time only'for the math test |
_ 1Day e Student must use the entire time for which they are approved. Student will
time for math

automatically be approved with extra breaks.
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Types of College Board Accommodations

Breaks

Accommodation

What to Know

Extra Breaks

1 Day

Given a break halfway through longer sections and a break after every section.

Extended Breaks

1 Day

Given breaks at the standard time but breaks are typically twice as long.

Some students who request extended breaks may need additional
accommodations such as permission to eat, take medication, or permission to test
blood sugar. These must be requested specifically.

Breaks as Needed

1 Day

Typically given to students with physical or medical conditions.

Breaks are granted as requested by the student during the exam. Timing of the test
is paused during the break.

Some students who request breaks as needed may need additional
accommodations, such as permission to eat, take medication, or permission to test
blood sugar. These must be requested specifically.
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Types of College Board Accommodations

Reading/Seeing Text

Accommodation Day(s) What to Know

e Audio version of the test, delivered on a flash drive.

e Student automatically receives 100% extended time (plus additional time on the
writing and language test) and extra breaks on all sections.

MP3 Audio 2 Days e Student must use the entire time for which they are approved. They cannot
move to the next section or end the assessment when they are finished, even if
they are the only student testing.

e  Student will be read the SAT aloud by an adult.

e Student must be in a one-to-one setting with an adult. Readers must meet
testing staff requirements (i.e. paraprofessional, teacher, principal, etc.)

e Student automatically receives 50% extended time and extra breaks on all

Reader 1 Day

sections.

e Student must use the entire time for which they are approved. They cannot
move to the next section or end the assessment when they are finished, even if
they are the only student testing.
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Types of College Board Accommodations

Reading/Seeing Text (continued)

Accommodation Day(s) What to Know
e Digital version of the test, delivered on a flash drive.
e For use with screen readers and other assistive technology

Assistive e Studentis automatically given 100% extended time on the writing and language
Technology- 1 Day .
Compatible (ATC ) section only.
e  Student must use the entire time for which they are approved. They cannot move to
the next section when they are finished, even if they are the only student testing.
e  Student will receive either a EBAE with Nemeth Math or UEB with Nemeth Math test
book.
Braille 1Day e Student will receive a Braille Figure Supplement
e Typically approved with another accommodation such as scribe or braillewriter to
record answers.
e Student will receive test directions, the only listening portion of the SAT, in ASL by an
American Sign 1 Day adult.
Language (ASL) e Interpreters must meet testing staff requirements (i.e. paraprofessional, teacher,

principal, etc.)
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Types of College Board Accommodations

Recording Answers

Accommodation Day(s)

Writer /Scribe* 1 Day

What to Know

Student will have an adult transcribe answers onto the answer sheet.

Student automatically receives 50% extended time and extra breaks on all
sections.

Student must use the entire time for which they are approved. They cannot move
to the next section or end the assessment when they are finished, even if they are
the only student testing.

Setting

What to Know

Accommodation Day(s)

Small Group
Testing

Will depend on the number of students in the group and the size of the room.
There is no minimum number of students that must be tested in a room, so if the
school has the capacity to put 10 students in a room, there is no need to request a
small group accommodation.

Home/Hospital 1 Day
Testing

Requested through SSD Online
Student with a disability that prevents them from attending school will be
administered the test at a location other than school (e.g., home or hospital).

* New Scribe accommodations require state approval



State Allowed Accommodations(SAA) for EL
Students

Dayis) |Whattoknow

EL— 50 % Extended Time 1-Day  Reading:
(students must remain in testing * Student will receive extended time for ALL
room for the entire testing time.) sections.

e Student must use the entire time for which
they are approved. Student will
automatically be approved for extra breaks.

Math Only:

e Student will receive extended time only for
the math sections.

e Student must use the entire time for which
they are approved. Student will
automatically be approved with extra
breaks.

*Any extended time accommodations provided to EL
students only applies to the CT SAT School Day.
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Application Process — New Requests

NO additional
documentation

needs to be sent

to the College
Board. If
prompted for
additional
documentation
upload the
Connecticut
SAT SSD Form

into the SSD
system instead
of any
documentation.

Connecticut State Department of Education
Grade 11 Connecticut SAT School Day

During the online request process, in some cases, the system
may request additional documentation. For the March 21, 2018
(or make-up dates April 24 or April 25) Connecticut SAT School
Day only, if documentation is requested by the College Board
SSD system for review, use this form when documentation is
requested.

Submit this documentation online by selecting Upload
Documentation Now.

No additional documentation is needed.

&

My Account | Logout
Services for Students with Disabilities

Your Accommodation Request Is Ready to Submit

In order for us to determine if the requested accommodations are appropriate, you will need o provide
documentation of the student’s disability and need for accommodations. Based on the student’s disability and
requested accommodations, the documentation listed below will best assist in determining whether the student is
eligible for the requested accommeodations. This is not an exciusive list. Please send any additional
documentation that you beilieve will assist us in determining the student’s need for accommodations

Requested Documentation

No Documentation is Required

Student Information

Please confirm the mformabion below and make any changes prior 1o you final submission When you are raady click the Submt button at the
bottom of the page

BASIC INFORMATION MAILING ADDRESS SCHOOL INFORMATION
1= John Doe ;‘25 '-°m"’"0:;'.’ ?st ; 311262
i Jan 1, 1997 i ? ~ Nama ETS HIGH
x re (222)111.5555 SCHOOL/MARGO MERIWETHER
Date: Jun, 2016
¢ Male
SCHOOL ADDRESS
Rosedale Road
Princeton, NJ 08541, US
Edit
Selected Disability Selected Accommodation
Disorder of Written Expression, Central Auditory Processing, ra t E Extra Breaks Between Test Sections

Convergence Insufficiency
Edit
Edit

Additional information may
be collected by CSDE.
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http://portal.ct.gov/-/media/SDE/Student Assessment/SAT/SSD form 2018

Accommodations — Already Approved Students

Doe, John (8g0000000007) opTions - 04 Aug 2009 05 hay 200% 14 Sep 2012

Approved: Permission for foodimedication
Documentation: Received 1 Fages on 06 May 20049

Gray, Macy (#0000000002) oFTiONs = 07 May 2009 03 hay 2009 14 Jun 2012
Approved: Permission 1or foodimedication
Rubin, Andy (#0000000010) oPTiONS 02 Aug 2009 05 hay 2009 14 Apr 2012
Approved: Permission for foodimedication

Documentation: Received 1 Paoes on 06 hay 2009

Students with Approved accommodations through
College Board from previous years, require no action
unless you need to make changes.

Test Materials will be shipped for these students
based on the test materials needed for their existing
@i oved accommodation in the SSD Dashboard.
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Changing an Accommodation Request

Biatus v @ Student

Xerox, Fourtest (#0007554601) ormions ~

DECIDED
NOT Approved
Documentation: Received 2 Pages on 05 Aug 2015

Ssdprodtesth, Studentb (#0007000002) oFmions ~

DECIDED View Decision Letter

Approved: Writing +50% (time and 1/2), Reading +30% (1 ¢ cate change Request
+50% {timE and 1||'2:| Resubmit Request
Documentation: Received 2 Pages on 31 Jul 2015

alculations

1.Click on the oo~ putton
2.Choose Create change Request
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Accommodations — Changes to Previously Submitted
Requests

Print, complete, and fax in the change request form to

College Board’s secure electronic document system.
)

Insert this end into fax machine
Please ensure all attached pages are facing in the same direction

Cover Sheet

Use this page as your submission cover sheet

AFTER SUBMISSION: St Enty
C h eC k th e S S D DaS h bo ard :rir;jchuol |1£1'rj1 I(-;I:::GSCHOOLJMARGD MERIWE THER
for status change to

Document Review

To: College Board Services for Students with Disabilities

FAX INFORMATION S$SD COORDINATOR CONTACT INFO:
Fax Number.  (866) 360-0114 Name: Mithun Roy
Attention: College Board Services for Phone:

Students with Disabilities Email:  mithun.roy026@gmail.com

Number of Fax
pages

(including cover

sheet)

SELECT REQUEST OPTION(S):

Resubmission of Previously Denied Request

Request to Add or Remove Accommodations from Approved Request

COMPLETE THIS SECTION FOR RESUBMISSION OF PREVIOUSLY DENIED REQUEST
Please check any previously denied accommodations that you wish to have re-reviewed:

EXTRA | EXTENDED EREAKS

Permission to Test Blood Sugar




State-Allowed Accommodations (SAA)
Unique Accommodations

Contact CSDE regarding any student requiring these
accommodations

Students with an IEP or Section 504 Plan
Sign Language for test content and test questions - This
Includes whichever version of signing the student typically
receives. (i.e., cued speech)

Student signed responses

@ CollegeBoard




State-Allowed Accommodations (SAA)

e | JSEA 1O provide Time Extension
Weloome 50% for English Learners (EL)

Welcome to the College Board

Sign In Don't Have An Account?
Sign-Up.
Create your College Board account today to get
started
« Students can register for exams, get

test scores, find colleges, leam about
Remember me signin financial aid, and more.

e Scores used for state accountability

their work, including online reports, test
ordering, recruitment support, financial

e and college admission

College Board Our Programs

About Us Site Map ST ACCUPLACER® s L2
Careers Compliance SAT Subject Tests™ CLEP

Advocacy Terms of Use AF° SpringBoard® Contact Us
Membership Privacy Policy PSATINMSTT® Services for Students with Disabiliies

News & Press En Espafiol PSAT 10 CSS/Financial 1 Ald PROFILE® Follow Us [ FICJM
Research Doing Business PSAT” 8/9

Give Us Feedback [

Connecticut Specific Procedure requested on
SSD Accommodation website
Starting on Thursday, January 25, 2018 until Thursday, March 15,
2018
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https://account.collegeboard.org/login/login
https://account.collegeboard.org/login/login
https://account.collegeboard.org/login/login

Requests for CT State Allowed Accommodations

* To access the State-Allowed (SAA)
Accommodation Dashboard, click the link in
the upper left hand corner.

@CollegeBoard My Account | Logout

Services for Students with Disabilities

Dashboard Helpful Link=: About the Process | Test Dates and Deadlines | SSD Forms | FAQ
l 43 Students |25perpage v| 4 b Create Eligibility Roster  Submit Accommodations Request '
Go To State-Allowed Accommodation Dashboard > Creste Monstandard Adminisiration Report =

How i complete NARSs =

Marrowhy: | 4l Code All Statuses = | | All Accommodsiions = | | All Dates = E:,—E;:" Enter Student Name or S50 Number O,
[[] ©nly show students with pending Applications * Accommodations that were provided but not requested
Status “| (I Student Submitted Received  Mext SAT
Registration
SNATING @ Swift, Taylor (#0007025238) oPmons~ 27 Oct
DOCUMENTATION Requested: Extendad Bresks =g
Student also confirmed with 5tate-Allowed Accommodations
- Sparimlks, Joramlks (#0007025145) oemions - 07 Qet 24 Oct
fhREE Requested: Extra Breaks Between Test Sections, Enlarged (Large Slock) answer shest (Mo 2Me e

bubbles/not scanned), Preferential seating, 4-Function Calculstor, Auditory Amplification ¢ FM System.
Bresks As Nesded, Computer (Word Processor OMLY for essays ONLY), Resding +50% (time and 1/2)
Documentation: Received 3 Pages on 24 Oct 2015
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Accommodation Request — State-Allowed

Note: The
College Board
SAA website will
remind you that
SAA request are
non-college
reportable.
However, for
spring 2018 the
EL-50 %
Extended Time
request WILL be
reportable.

9, CollegeBoard My Account | Logout

Services for Students with Disabilities

SAA Dashboard Helpful Links: | Consent Form | FAQ

State-Allowed Accommodations > Terms and Conditions

—_—

‘ The use of State-Allowed Accommodations will result in scores that are not college reportable and are not eligible for

scholarship submissions. They are available only to serve a few students who are receiving accommodations that do
not qualify under the college reportable guidelines. Please use ONLY if a student requires accommodations or
supports that are not available for college reportable scores. For more information, go to the College Board services
for Students with Disabilities website.

I undlerstand that students using State-Accommodations will receive scores that are not college reportable.

[[] Check to confirm the terms and conditions above
IMPORTANT NOTES
+ State -Allowed Accommodations are available ONLY for the specific administration for which they are requested and confirmed.

If a student requires accommodations for future test administrations, they will need to request accommeodations through the
College Board accommodations request process.

Before submitting a request for state-allowed accommeodations, schools should have parent/guardian consent to share student
information with the College Board for students under 18 and to request state allowed accommodations. If the studentis 18 or
over, the student may grant consent to share student information with the College Board. If you do not have parent/guardian
approval through the student's IEP, 504, EL or other school documentation, we provide this Consent Form for State-Allowed
Accommodations. The school should maintain the completed, signed form with the student's records. The signed form does not
need to be sent to the College Board.

Schools should confirm that students/parents understand that students using State-Accommodations will receive scores that will
not be eligible for college admissions or scholarship opportunities

site map | contactus | aboutus | press | careers | linktous | compliance | terms ofuse | privacy policy mTRUSTe
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State Allowed Accommodation Request

ﬁ?CuuegeBnard

My Accourt | Logout

Services for Students with Disabilities

SAA Dashboard

HephuUnis: | s=nt Form | FAG

State-Allowed Accommaodations = Student Information

Disregard

Plazze ramamioar a1 he use of S1Ete-Allowa Accormmadations wil reeut in
1zet scores that are not elglble 12 be reporied 1 collages, unlvarsiles or
scholarship organizstions.

h Important

Step 1:

Enter basic
student I

Wour staiaddistrict has aranged SAATS for tha Tollowing Coliege Gaard tests:
= PSAT NMSQT - Oct 15, 2016 - Grage [ 10

l PFlzgse complete the fislds below, wsing the studsnt information a5 # appears in the studend’s school records. ANl fleids

are requirsd unilsss indicsfed 1}

@ MNotice

* Middle Initial: * gptions/
[ ] [} L=t Mame:
information e
Date of Bith:  [Month ~| /[Day ~] ¢ [¥ear ~|

Expected High School
Graduation Date :

Gender:
*SocSac#
Current Schaal

Test Admin

Mailing Address

(o] ([T~

O Male O Female

* optional

[WHEATLAND UNICK HIZH SCHOOL053750) ~

[FEaT 22 - 2ep 26, 2016 - Gran= (2) ~|

@ USA, including its temitories & Puerta Rico

O Outside of USA,

Strestl:

Strest2:

City-

Siater  [-NONE ]

Zip ! Post Code:

e
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State Allo

wed Accommodation Request

My Account | Logout

Ste p 2 : CW Services for Students with Disabilties

< Back to SSD Dashboard Helpful Links Consent Form | FAQs

CO nfl 'm IState-Allowed Accommodations: Confirm Student Information

St u d e n t Important Message: Piease remember that the use of State-Allowed Accommodations will result in unveportable test scores

I n f O r m a t i O Please review the student information below. Click Edit to make any changes

BASIC INFORMATION MAILING ADDRESS SCHOOL INFORMATION
Larry Walker 123 Main Street 051585
Jam 1, 2002 WESTSIDE COMMUMNTY
ADULT SCHOOL
Jan. 2016 Los Angedes, CA 08977 ,US
M SCHOOL ADDRESS
Iwalkes @yahoo.com 7850 Melrose Avernie

Los Angeles, CA 90046, US

Note: The College Board SAA website will remind you that SAA request
are non-college reportable. However, for spring 2018 the EL — 50 %
Extended Time request WILL be reportable.

Disregard




State Allowed Accommodation Request

f‘? CollegeBoard . R
Services for Students with Disabilities

Ste p 3 : SAA Dashboard Helphd Links: | Consent Form | FAGQ

State-Allowed Accommodations > Select Accommodations

S e I e Ct t I I e Please remember that the use of State-Allowed Accommodations. will result in
A Important test scores that are not eligible to be reported to colleges, universities or
specific SAA

scholarship organizations

Choose the State-Allowed Accommodations needed by Taylor Swift for the PSAT 89 Sep 26, 2016 test.

Mobe: Our records show that Taylor has also requeshed or been approved 1 use the following College Board accommodations:
Ungler College Board Review Extended Broaks

¥ State-Allowed Accommodations

[] State-Allowed: Extendad Time - 50%

Disregard

2 CD T

sigmap | contactus | aboulus | press | cammers | linktous | complance | termsof use | prvacy policy TRUSTe
Capyright © 213 collegeboand com, ne

Note: The College Board SAA website will remind you that SAA request
are non-college reportable. However, for spring 2018 the EL — 50 %
Extended Time request WILL be reportable.




Step 4.

Review and
submit
request.

Disregard

State Allowed Accommodation Request

f_t? CollegeBoard e ) 0

Services for Students with Disabilities.

SAA Dashboard Hephilnis: | ConssnlFom | FAQ

State-Allowed Accommodations > Review and Submit

Pl=ase remamibar that the usa of State-Allowad Accommodations wil recult In
A\ important teet scores that are not eligible & be reporizd ta collages. universities or
seholarship organizations.

Student Information
Pl=ase confim the Infommation beiow snd make any chenges prior to you finsl submission. Vien pou are ready chok the Submit oution o the botom of
e

BASIC INFORMATION MAILING ADDRE 33 SCHOOL INFORMATION
e Taylar sat 3 c

Jan 2, 2002
B <un, 2020
Famale
SCHOOL ADDRESS
A0 Whastans Rosd
Wiheabiand, CA BEEED, U
Edn
State-Allowed Accommodations College Board Accommodations
Etate A hrwed: Late Bart Under College Eoard Review Exiendsd Bresis
Edn

Consent Form

Paremalgusmisn msent 1o share sttt information with Coliege Board, and i reguest socommodations that will esul in soores that are nat

reportabie bo colleges and scholarship aganizations, should be obfsined for any student under 3. ¥ the shudent i over 13, e student may consent.

ﬂhmmmnjdbemnurﬂamﬂdmemmmn I you ne=d =!=D|l'* oonsent form for pour reconds, wep':uuzmh Consent Fom
r Stnte: M ACCOAIMOD SN

Do o nave consent om e relevant parentguantian, rougn the stucents |EF, 204, Englsh Language Classficaion or oiner comsent fomT

& Yes, | heve consent on file or through a valld IEP, 504, or English Language Leamer dlasxRcadon
(&3 1)
H 3pou nesd & sepanst= consent form for your reconis, print the Consent Fomm for Shete-Alinwed Acoommodations. Click the Bave & Extt bution, beiow,

0 save the information you have sntemed o far. Drce:mumtobunﬂa!cm bmm::rn:nmurmmummwm
dashboam, and ssiect "EdR Request™ nast in the shoients name, 1o submit the negquest

Confirming Information

= mnpnmmm"pmmmm responses sbowe ks frus snd sccurse: | slsg acknowistigs that | am swans that because Ststs-dlowes
Accommodstions ane not revkwer or sppeoven by e Coliepe Boants Senices for Shudents wit Dsstdbias, the sudents soores for the PEAT 85
Em=p 25, IME == samirestraton e nict cnilege reportsie or sligicke for Fenorting o schoiarshin opanizations.

[ creck ko confiem accepiance of the this sialement

Note: The College Board SAA website will remind you that SAA request
are non-college reportable. However, for spring 2018 the EL — 50 %
Extended Time request WILL be reportable. |



Practice Resources for Accommodated Testers

Practice Tests for assistive technology can be found at:
https://collegereadiness.collegeboard.org/sat/practice/f
ull-length-practice-test-assistive-technology

Practice Tests for MP3 audio can be found at:
https://www.collegeboard.org/students-with-
disabilities/after-approval/taking-sat-accommodations

Practice Tests for Braille and large print may be
requested by contacting SSD Customer Service (212-
713-8333) or ssd@info.collegeboard.org.

6 CollegeBoard



https://collegereadiness.collegeboard.org/sat/practice/full-length-practice-test-assistive-technology
https://www.collegeboard.org/students-with-disabilities/after-approval/taking-sat-accommodations
mailto:ssd@info.collegeboard.org

Medical Exemptions

Medical Exemption for Connecticut SAT

Current Definition: In Connecticut, the exemption determination for a medical emergency rests
primarily on the following criteria: the student is unable to attend school and is

dicallv/ 1
Y

em ly ilable for homeb. d/hospitalized instruction. Students who are
hospitalized or homebound due to illness should be tested unless there are medical constraints.
These students can have the test administered at home or in the hospital provided the test is
administered by a certified school staff member who is fully trained in the proper test
administration and security procedures for the Smarter Balanced Assessments, CMT/CAPT

Science or CTAA,

For the Connecticut SAT, in order for a student to receive a medical exemption the following criteria
must be met: the student is unable to attend school due to a medical/emotional reason on March 2,
2016 and on April 27, 2016. This will require a signature by the student’s physician. Students whao are
approved by the CSDE for a medical exemption will be excluded from all participation, achievement, and
accountability calculations.

The steps below must be completed to request consideration for a medical exemption.

Step 1 - Initial Contact:

The District Test Coordinator (DTC) contacts the Academic Office at the Connecticut State Department
of Education (CSDE) after the statewide Connecticut SAT makeup date of April 27, 2016.

= Contact Joe Amenta - joseph.amenta@ct.gov (860-713-6855) or
Janet Stuck - janet.stuck@ct.gov (860-713-6837).
®  Provide the following information:
State Assigned Student Identification (SASID) number;
Student Name (last, first);
Date of Birth;
Grade;
Name of School, District, Approved Private Special Education Program or RESC; and
Reason for exemption.
*  You will be notified if the student meets the initial criteria to be considered for medical exemption
and whether to proceed to Step 2.

90 00 00

Step 2 — Medical Form:

Based on the result of Step 1, the DTC will receive the Emergency Medical Exemption Form. This form
will include the name of the student who is seeking a medical exemption.

®  The Emergency Medical Exemption Farm must be signed by the student’s attending physician.

= For the purposes of the CSDE Medical Exemption 2 physician must be a Doctor of Medicine or
Osteopathy licensed to practice medicine or surgery according to Chapter 370 and 371 of the
Connecticut General Statutes, or licensed to practice medicine in another state. For the purpose of
determining a medical emergency, this means an attestation is required from an MD, DO, or
Psychiatrist, an attestation from a social worker will not suffice.

STATE OF CONNECTICUT
DEPARTMENT OF EDUCATION

2018 Emergency Medical Exemption Form
For Connecticut SAT School Day

Date-
_  Educanon Consultant
CT STATE DEPARTMENT OF EDUCATION
Performemce Office

450 Columbus Bhd /th FLOOR
Hartford, CT 06103

has been nnder my care since This
srudent 1 unable 1o anend school and 15 medically'emononally unavailable for

homebound hospstalized mstruction. Thus student wall not be available to recerve such

msstructional services ou March 21, 2018 or April 24, 2018 or April 25, 2017,

Sincerely,

DOCTOR'S SIGNATURE

DOCTOR'S PRINTED NAME

Connecticut S
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Terms You Need to Know

Types of Forms

+ CSDE - Connecticut State + TRMR — The Testing Room
Department of Education staff Materials Report form is used to
oversee the Connecticut SAT School account for testing materials in the
Day and are ready to answer your testing room.

guestions.

+ SSD — Services for Students with + SRF — The Supervisor’s Report
Disabilities staff oversee testing of Form is used to tally used and unused
students with accommodations. materials for processing.

+ Al Code - A six-digit code that
identifies an attending institution (a
school in which a student is enrolled).

+ SIR — The Supervisor’s Irregularity
Report form is used to report any
incidences or irregularities during an

+ NAR - The Nonstandard administration.

Administration Attendance Roster
of students testing with
accommodations.

© CollegeBoard



Terms Used for Testing

Standard administration — Testing with no
additional time or breaks, or alternate test
formats like Bralille or cassettes.

Nonstandard administration — Testing with
College Board-approved or State-allowed
accommodations.

Extended time — Testing with either 50 percent
or 100 percent additional time.

f‘) CollegeBoard



Terms Used in Nonstandard Testing

NAR — The Nonstandard Administration Report is the
roster of students who are testing with accommodations
such as 100% extended time, which is accessed
through the SSD online system by the SSD Coordinator.

SSD Coordinator — Works with students to apply for
accommodations, accesses and prints the NAR and
provides it to the supervisor, and assists the supervisor
In administering the test with accommodations.

State-Allowed Accommodations (SAA) — Used to
provide Time Extension of 50% for English Learners
L (EL). Applies only to the CT SAT School Day.

S v, CollegeBoard



Before the Test
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Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Al Codes

Schools are assigned a six-digit school code
representing the attending institution (Al code) or high
school code.

Al Codes are required to pre-ID students, administer
College Board exams, apply for student
accommodations, and receive materials and students
exam Scores.

Al codes are six digits, usually starting with 07.

You will not receive or use a test center number this
year unless you are using off-site testing locations.

S The Al code is the only code you will need for forms
s and reporting.

67 CollegeBoard



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Prepare Yourself
Participate in mandatory Supervisor’s
training - either live or online
Read the Supervisor's manual

Distribute Testing Room manuals to
associate supervisors and SSD
coordinator(s) for their review

Review the contents of the Supervisor’s
Planning Kit which arrived last week

67 CollegeBoard



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Who Is Required to Test?

All Grade 11 students who are
listed In the PSIS registration
module are required to test on
the CT SAT School Day or the
CTAA.

For those students taking the
CTAA, please complete the LCI

67 CollegeBoard



Build Your Lists — Master Student List &

Identify students who are testing and create a list of students to
determine how many testing rooms and staff you will need for
administering the test:

Pull the list of eligible students from your school student information
system or work with your district assessment coordinator to get the
list of students.

Supervisors will work with the SSD Coordinator to understand
numbers of students testing with accommodations by using the
NAR.

P=present
A=absent Testing Room Accommodated?
55D/Student  M=moved (3-digit code/ Y=Yes Testing Test Book
Last Name FirstName M.l. DateofBirth IDNumber X=no entry roomname)  N=No Group Type Staff Assigned

l Janes Anita 3/.5/.26‘6‘6‘ 03’03’0?03’ P 123 N SAT A. T'ex.‘ier
e 3 ]z Mv“ me """'j"""z/,rj/zaaa .5"5{5{5{ PI.ZEJN S.A-r',d._-r‘egﬁer
e 4 m@w . Rgmt /f/zaaa 000;02‘# ; Prﬂf Y 532‘53]“6 S. S;j.aj.r
e 5 s;_ymmﬁk. ...........E“a """"""".5/;,2/2000 .000!025; pa,r,zy T',prfrbmc.mrdmt‘y
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Build Your Lists — Nonstandard Administration Report

- Lists ALL students approved for accommodations

- Grouped into three sections: Students that must test on the primary
day, students that test in the two day accommodated window, and
students testing with SAAs.

- Includes what test book color and the script name the student
should use

- Available 4 weeks prior to the test

Last Name, First Name

Testi TestR Code and Associat
esting (Mark X if absent on test Approved Accommodations i aamne s T

Group day) Supervisor
S2 Graomlks, Goraomla Extra Breaks Between Test Sections SAT Purple | One day | Senipt 2
SSD £0007025812 o
T2 Smith, Jaslee Extra Breaks Between Test Sections , Large Print Test Book ]:S AT |Purple |Oneday |Scnpt2
SSD #0007025798 - 14 point
T2 Szymanski, Ella Extra Breaks Between Test Sections SAT Purple | One day | Scnipt 2
SSD #0007025799 S
T3 Tfosrolks, Reaomlka Extended Breaks , Permission to Test Blood Sugar, Small |SAT |Puple |Oneday |Script1
o SSD #0007025811 group setting ’

© CollegeBoard



Managing Students on the NAR

- The SSD Coordinator will run the NAR from the SSD Online
Dashboard.

° S e I eCt S AT SefAction.action D 4 0 (2 Dashboard - Services for t.. X
- Enter Al and Test Date

QCollegeBoard My Ao | Logo

Services for Students with Disabilities

DaShboard Helpful Links: About the Process | Test Dates and Deadlines | SSD Forms | FAQ
0 Students 28perpage v| 4 » Create Elgibilty Roster ~ Merge Students
Go To State-Allowed Accommodation Dashboard v Create Nonstandard Administration Repart v
submittpdat °°

PSATINMSQT & PSATI0

Neuce Q| AlSulses || Alcconmodaions + | Al Dates v | S8 Erfe St ame PN H0
SAT - Mar 10, 2018
] Only show spents with pending Applications ] Only show students with missing data * ALCOMMOaHONs atWer a7 1 Siudents |

Stas o) Student Subnited Received SAT - Sthool D3y
Kegistaton
stemap | contactus | aboutus | press | careers | lnktous | compliance | terms ofuse | privacy policy TRUSTe
a
©2013 The College Board 0

SN AT LY D
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Managing Students on the NAR

When generating the NAR, one of the following scenarios
will occur:

There are no students approved for accommodations

All students with approved accommodations
match a student registration from the CSDE-provided
January 30 Pre-ID file.

There are students with approved accommodations with
a matched student registration AND students who are
approved but did not match a registration from the
CSDE-provided Pre-ID file.

6 CollegeBoard
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Managing Students on the NAR — No students approved

In the situation where a school has no students approved for
accommodations, the SSD Coordinator will get the following
message when running the NAR.

Close x

The following is the list of students with approved accommodations, testing on Mar 07,
2018. Click on the Create SAT Nonstandard Administration Report button to generate

& your roster. Ifthis list doesn't include all of your accommodated test takers planning to
test on Mar 07, 2018, then follow the instructions provided on your Roster Summary to
| troubleshoot.

There are no students with approved accommodations for the selected
school - MOUNT VERNON HIGH SCHOOL

©) CollegeBoard



Managing Students on the NAR — All students listed

When all students with approved accommodations in SSD Online match
to the student Pre-ID information provided by CSDE, SSD Coordinators
will see a list of students, with their College Board SSD#.

The SSD Coordinator will click the “Create SAT Nonstandard
Administration Report” to generate the report for printing.

Close x

The following is the list of accommodated students whose information in SSD Online
matches the information the student was pre-identified with for the primary test date
scheduled for Mar 07, 2018, Click on Create SAT Nonstandard Administration Report
button to generate your report,If the report does not include all students you plan to
test, follow the instructions on the roster to troubleshoot.

Cral ST Nonsandad Adninsaon Repot

P Gena, Alvis (§0007026910) - SAT'
I Wazaa, Thancred (0007026911 - SAT

©) CollegeBoard



Managing Students on the NAR — Mix of matched and
unmatched students

It is possible that not all students with approved
accommodations will match to the CSDE-provided Pre-1D
Information. Common reasons for this include:

Students that transfer to your school after January 30

Students whose information in SSD Online is too
different from what was provided by CSDE.

When this happens, SSD Coordinators will follow a two step
process to generate the NAR.

6 CollegeBoard
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Managing Students on the NAR — Mix of matched and

unmatched students

- Step 1: View list of matched
students and click “Continue”

close x
The following is a list of your accommodated students whose information in SSD Online
matches the information the student was pre-identified with for the primary test date
scheduled for Apr 10, 2018. In some cases, you may also have students approved for
accommodations that we were unable to match to the pre-ID information. Click the
Continue button to move onto the next step to add additional test takers with approved
accommodations.

i Loredal, Kiraoa (#0007025941) - SAT with Essay

B T e PO
SN AT e D

Step 2: Select the additional students
that will be testing and their test type.
Select “Create Nonstandard
Administration Report” to generate the
NAR.

close x
Your school has additional students approved for accommodations for the grade level(s)
covered under your state's contract; however, we were unable to match these students
to their registration based on the information provided. If your school plans to test any
of these students, select the individual(s) and click Create SAT Nonstandard
Administration Report. Any student selected will be displayed on your report. Note: if
your contract provides students the option to add the essay, you will need to indicate
which test they intend to take. If you do not know this information, contact your school's
test supervisor to confirm.

Creal SAT i PSPy
& B ot bbbt A b iphtasbar i

~ [JGomirla, Dreaom! (#0007025943) SAT (&) SAT With Essay

[J Morsen, Gitreee (#0007025042) SAT (@ SAT With Essay

("7 CollegeBoard



Best Practices: Using Your Roster

Create your roster in Excel or Word format.

This allows you more flexibility to sort and print your
rosters for your staff.

You should also create testing room rosters after
assigning students to testing rooms. Room rosters
should be provided to Associate Supervisors on test
day.

Your roster is an important record-keeping
document — make a copy of your annotated roster
and keep it on file for 6 months following the test.
You will return the original with your answer sheets.

f‘? CollegeBoard



Best Practices: Using PSIS to Create Your
Roster

The district PSIS coordinator will need to follow
these steps to print a roster:

1. log into the PSIS Registration Module;
2. click on the Downloads Link: and

3. select Active Registration and click on
Download.

The file will show all of the students actively
registered in the district and can be sorted by

6 CollegeBoard
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Allocate Rooms for Testing

Use enrollment of eligible students to estimate rooms
needed.

Fewer than 35 students can be tested with one staff
member In room.

Large rooms are acceptable if the layout will permit
secure testing of large groups.

Use separate rooms for standard testing, students
testing with College Board-approved accommodations
and students testing with SAAs.

Refer to “Section A: Preparing for Connecticut SAT School Day
Fof o esting” in your manual.

e Sh © CollegeBoard



Testing Room Requirements

Testing rooms must have:
A working clock visible to students
Proper lighting
Proper ventilation
Proper seating

Removal or cover-up of instructional materials (e.g., maps, charts)
on test day

T Review the testing room requirements in “Plan Your Space” section
-

In your manual.

© CollegeBoard



Seating Requirements

Chairs with backs, facing the same direction
Chairs aligned in rows, with unimpeded access

Students separated by 4 feet on all sides (measured from center of
desk)

Large, smooth writing surface (at least 12 x 15 inches)

.

—.—, Refer to the Testing Manual for sample seating charts.

—_——r—

Unacceptable Seating Arrangements:
Study carrels
Lapboards

Booths or tables with partitions/dividers

v CollegeBoard



Best Practices: Selecting Rooms

Select separate hall or wing of school for testing, if possible.
Ensure access to rest rooms.

Consider the school’s schedule of classes and choose larger
classrooms where more students can test (to minimize
reassignment of nontesting students).

Recommended size — between 25 and 34 students.

Review the master student list and NAR to determine the number of
testing rooms you will need. Some accommodations on the NAR
require testing in separate rooms.

If you choose a large room, such as a cafeteria or auditorium,
remember that students cannot face each other.

6 CollegeBoard
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Estimating Staffing

Balance resources.

Each school should plan for one Test Supervisor and
one SSD Coordinator.

Additional staffing needed depends upon the size of the
cohort testing, the number of testing rooms and the
number of students in each room.

Start with 1 Associate Supervisor per room.
Add 1 Hall Proctor for every 5 rooms.
Add Room Proctors if needed.

| Refer to “Plan Your Staff” section in your manual.

("7 CollegeBoard



Staff Roles and Responsibilities

Role Responsibility

Test Supervisor Supervise all phases of exam

Backup test supervisor Assumes the responsibility of the test supervisor
on test day if he/she is unable to perform their
duties.

SSD Coordinator Requests accommodations for students and
(for students on the NAR) supports the Test Supervisor to oversee
accommodated testing.

Associate Supervisor Administer exam in the testing room

Room Proctor Assist Associate Supervisor

Hall Proctor Monitor students outside the testing room

© CollegeBoard



Associate Supervisor Responsibilities

Monitor students

Admit & seat Enf_or_ce

policies

Complete Report
seating chart irregularities

© CollegeBoard



Proctor Responsibilities

Help with center
setup &
admission

Help with center
setup &
admission

Answer questions

Direct students
to rooms

Help distribute
materials

Patrol halls &
report violations

Monitor test-
takers & report
violations

Cover for staff
on breaks

© CollegeBoard




Review Staffing Guidelines

SAT® Testing Staff Agreement SAT

Test Center Name:

Number: Test Date:

Test Ce

All test center staff must affirm that they:

®  Have read and understand the relevant SAT* Program manual, including, but not limited to, the pages setting forth conditions
under which SAT Program tests must be administered and the information on staff qualifications and conflict of interest
restrictions;

*  Understand and agree that all SAT Program tests, and all the questions contained in them, are the property of the College
Board and protected by copyright law;

*  Understand and agree that copying, reproducing or removing any materials from any SAT Program test book is illegal, and
persons taking such actions will be prosecuted by the College Board:

*  Are not prohibited by any law or regulation from working with minors or on school property;

*  Arenot engaged in any private SAT test preparation that is conducted outside the auspices of their school or district and for
which they receive compensation above and beyond the terms of their employment as a teacher or other professional employee
with the school or district, and will not engage in such activity for the remainder of the current school year. (The teaching
and normal review of course conlent, including lest familiarization, that is part of regularly scheduled school course work is
acceptable.)

*  Have not taken any SAT Program test within 180 days of the above test date;

* Do not have a member of their household or immediate family (“related student™) taking an SAT Program fest on the
above test date at any test site. In such instances, the related studeat’s scores are subject to cancellation.

All staff, including supervisors, associates, proctors and hall proctors, must sign below o indicate their acceptance of these

provisions. Staff who violate any of these terms will be subject to disciplinary action, such as, but not limited to, being barred from

administering future College Board tests. Complete this form prior to the test administration

Position

Name
(check box (please :inll
that applies) peer
1 Test Center

ipervi:
88D Coordinator

2 Assoc. Supw.
Q Proctor

1 Assoc. Supv.
1 Proctor

] Assoc. Supv.
J Proctor

] Assoc. Supv.
2 Proctor

1 Assoc. Supv.
1 Proctor

0 Assoc. Supw
2 Proctor

0 Assoc. Supw
1 Proctor

1 Assoc. Supv.
1 Proctor

Continued on back.

General responsibilities
of each position

Review the Testing
Staff Agreement

All staff must sign the
sting Stalff
Agreement form

("7 CollegeBoard



Planning for Staffing Needs

The following staff may not administer the CT SAT
School Day:

- Those employed by an outside test-prep company.

- Those who have taken the SAT within 180 days of
the administration date.

New this year - Those who have a household

member or child taking the SAT at any site on the

same date may not handle test materials or have

access to test materials prior to the test, BUT
24, May be aproctor on test day.

© CollegeBoard



Use the Manual to Train Staff

_____= Supervisor Manual “Train Your Staff”
Maintaining security in the testing room
Seating policies
Calculator policies
General responsibilities of each position
Using the correct testing materials
Equipping the testing room

Testing room forms and reports

test

Testing Room Manual: Testing scripts for appropriate rooms

("7 CollegeBoard
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Set Schedule

You will need to:
Arrange time for standard testing
Arrange time for 50% extended time testing
Arrange time for 100% extended time testing

Plan an additional hour for administrative tasks after
testing.

Important — Bus schedules may need to be adjusted
periods must be scheduled after testing completes.

e
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Standard Testing Room Timing

SAT Sections Time
(in minutes)
Reading 65
Break 10
Writing and Language 35
Math (no calculator) 25
Break 5
Math (with calculator) 55
Book collection 15
Total (hours, minutes) 3h, 30m
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ard Testing Room Timing

Reading Writing and Math-No Caleulator Math-
Language Calculator
Seript 1 65 minutes 35 minutes 25 minutes 55 minutes
Standard Time
(Nonstandard 3 hours,
Room) 15 minutes
10 min. break 5 min. break
Seript 2 33 minutes 35 minutes 25 minutes 28 minutes
Standard
Extra Breaks 32 minutes 25 minutes
27 minutes
5 min, break 5 min, break 5 min, break
Script 3 49 minutes 53 minutes 38 minutes 42 minutes
50%
Extended Time 5 min. break 5 min. break 4 hours,
One-Day 49 minutes 57 minutes
Testing 41 minutes
5 min, break 5 min, break 5 min, break
Script 4 65 minutes 70 minutes 50 minutes 55 minutes
100% Extended
5 min. break 6 hours,
65 minutes 20 minutes
55 minutes
5 min. break 5 min. break End Day 1
Script 6 65 minutes 58 minutes 50 minutes 55 minutes
MP3 Audio
5 min. break 5 min. break
Users 5 min. break 7 h'CIU]'S,,
65 minutes 57 minutes 10 minutes
55 minutes
5 min. break End Day 1 5 min. break

L
Non-Stanc

Joard



Extended Time Students and Lunch

50% Extended Time Reading/Entire Test

Assuming an 8:30 start time for testing. Students will be complete with all testing just
before 1:30 pm. During the testing time, students will receive four 5-minute breaks for
which we encourage students (or the school to provide) to bring snacks until after testing.

100% Extended Time Reading/Entire Test

Testing will take place over two days. The first day of testing, assuming an 8:30 start time
will end around noon. Thereby allowing for a standard lunch break. The second day of
testing, similarly will be done before lunch.

50% Extended Time for Mathematics Test

Assuming an 8:30 start time for testing. Students will be complete with all testing just after
12:30 pm, allowing for a lunch period after testing. However during the testing time,
students will receive four 5-minute breaks for which they can bring snacks to eat until the
test is complete.

100% Extended Time for Mathematics Test

Assuming an 8:30 start time for testing. Students will be complete with all testing just
before 1:30 pm. During the testing time, students will receive four 5-minute breaks for
which we encourage students (or the school to provide) to bring snacks until after testing.
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Set Schedule — Late Arrivals

e B

.| Set protocol for late testing, if allowed. Refer to “Admit
Students to the Testing Area” section in your manual:

If you have a late-arrivals room, late testing should start no
more than 45 minutes after testing has begun in the other
testing rooms.

The associate supervisor must close the door to the late-
arrivals room before other testing rooms begin their first
scheduled break.

Ensure that testing in any late-arrivals room begins early
enough to end before your normal school dismissal time.
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Other Arrangements to Make Iﬁ

Set aside secure storage for testing materials

Designate an area for test-takers to assemble
before and after testing

Ensure minimal distractions on
test day:

No bells or fire drills

No announcements over the loudspeaker

v CollegeBoard



Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Prepare Your Students

Distribute the SAT School Day Student Guide received in your
preadministration shipment to students as soon as possible.

Share information with students about Khan Academy for free,
personalized, online SAT practice at satpractice.orqg.

Meet with students in advance of test day to go over important
Information such as when and where to report, what to bring and
what not to bring on test day.

Encourage students to talk with their parents and think about the
colleges and scholarship programs where they might like to send
their SAT scores.

Share CSDE Parent Letter and FAQ with parents (on CSDE web
site).
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satpractice.org

Before the Test

Prepare Your School
Prepare Yourself

Build Your Lists

Plan Your Space

Plan Your Staff

Build Your Schedule
Prepare Your Students

Prepare Your Materials




Prepare Your Materials — Shipments

- Your school will receive a number of shipments related to your test
administration.

- Itis important to note that each shipment may come in multiple boxes
and that materials for students testing with accommodations will
arrive separately from standard materials.

Contents Delivery
(Not Exhaustive)

§ E: ; S.uperwsor HELL ] Sample manuals and test day Week of 2/5
...... E% = B Kit forms, posters

. =] |
=% iz | Preadministration: Answer sheets, instruction
= ELE.E - Materials booklets for students, student Week of 3/5

= = guides, all manuals
" " I : _ID!
Preadministration Labels for each student pre-ID’'d Week of 3/5

Pre-ID Labels at your school.

Test books, extra answer sheets,  Week prior to
return kits test day

Test Materials




Receiving Test Materials Iﬁ
When you receive your test materials, you must ensure that
they are kept secured and locked with limited access.
Before storing, check that you have enough:
Purple books for standard testing
Blue books for nonstandard testing on the NAR

books for Connecticut State Allowed Accommodations
(SAA)

All materials will arrive to the attention of the Test Supervisor.
Materials for students testing with accommodations will arrive
separately from standard materials.
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Keeping Test Materials Secure Iﬁ

Alert your school office staff that the shipment is
arriving in the week prior to testing. v v

I

Have a locked storage area ready, with:

Limited access 0000000

A secure lock

Do not remove any testing materials from the center without
the consent of CSDE and OTI.

If you are a test center offering weekend SAT testing, keep School
Day materials separate from weekend testing materials.

.

See “Prepare Your Materials” section of the Supervisor’s Manual.

e
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Using the Shipping Notice

SHIPPING NOTICE

Destination: Origin:

JAME Di3E Distribution Center

SAT SUPERVISOR PO Box 77435

HEW YORK CHARTER HIGH SCHOOL 135 Fhillips Bhvd.

YORK CHARTER HIGH SCHOOL Ewing N. 03623

1234 SMITH LANE USA
NEW YORK NY 10026
UsaA
FPhone Mo: 951-355-1741 E1 Order #: 2915097

Prngrﬂm Mame: SAT COLLEGE BDARD / AT PROGRAM

1D Mumber: 05651

Test Date / Type: 10/15/2015 Check serial numbers against shipping
Shipment Type / MMW‘T')"- INITIAL 242015 notice to ensure that the correct materials

/ .
Order Number. SAO5013584 have been received.
Drop Shipment Recipient 1D:

7 —
Box ID Item IP( Item Description aTy / Serial Mo. Rang)
8239208 T?ﬁ)a’sn SAT SCHOOL DAY UFPS Express Cin/AS/PEM Label K 2 {fﬂm - 4295409
Check the test date to ensure that you use
the correct materials for testing, especially if
you are also a weekend SAT test center. 6 CO“GQEBO&I‘d

rld o ety (ol Ap ol s By




Checking Test Materials Iﬁ

Keep materials shrink-wrapped until test day.
Use your roster as a source to:
Check quantities.

Make sure you have enough test books for students
listed on the Roster and NAR.

1 See “Prepare Your Materials” section of the Supervisor’s
Manual.
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Securing the Test Materialsﬁ

After you check your materials:
Reseal the cartons with the tape provided.
Sign your name across the tapes.
Lock them in a secure storage area.

Check materials daily and report
any tampering.
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When to Call for Assistance Ii

Have not received materials the Friday before the test...

Missing standard materials call the College Board School Day
Support and choose option 2 for Test Materials Questions.

Missing nonstandard materials call the College Board School Day
Support and choose option 3 for the SSD Office.

Tampered, damaged, or materials missing from your shipment.

College Board School Day Support and choose option 2 for Test
Materials Questions.

See the inside front cover of your manual for contact information.

L= ]
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The Supervisor’s Kit

Check your packing list for other

materials.
- Forms
- Posters

- Tape, shipping labels
and envelopes

2015-16 SAT* SCHOOL DAY PAPER REGISTRATION FORM & QUESTIONNAIRE 6 CollegeBoard
fpa— [—
it ha foem._ Do not stapic
NAME (REQUIRED) COLLEGE BOARD HIK
Vo bl -am, mcacing apostogihes, md spacee: Cnf s such s x o L ISCHOOL GODE (REQUIRED)
il -
LTI T T I ITT] |o==
FRET RAMERR tana - het B w o,
[T [ P ===
(REQUIRED)
[SEX (REQUIRED) JLJ CURRENT GRADE LEVEL (REQUIREL) it o T—
oo [mmmwmwne Somoay (D Eﬁc- CLLO} CLLELD)
5 ot gt =
S| 22 2% Goco| cocooo
= e s aa| secoma
e o 75 oo sosses
$‘TURN1~° 1S s o @ ool cooses
Iomr e | ® & 55| 2o
- [
Test Books and Unused Answer Sheets 2 @ o8| sosses

e s (1]

€) SEAL

©) LABEL

e

Tt mine
o b . . s s b |

TR |

+ T v - —— g

“ﬂTuRNINc

Used Answer Sheets and Forms
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and pack 17 in the seq shown. SSD C
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test-takers) .

© Green Envelope...
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Best Practices: Recelve and Store Test Materials
Work with the school facilities staff to arrange a storage
area that is secure.

Start putting together kits for your Associate
Supervisors, including:

Manual

Flyers and poster for room
Forms

Extra No. 2 pencils

Do not allow students or unauthorized staff access to
_ the test materials.
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What is a Preadministration Session?

The preadministration session allows students to complete
the following activities directly on their answer sheet,

saving time on test day:

- Fill out select personal information fields

- Select up to four colleges or scholarship programs to

send their SAT scores

EE] student Identification EZ)Score Reporting

s 1 lermirther 1 2 3 4 Did you know that

Student ID Na. Social Security No
- - i L L DL L[ L[ e o ooing
| OO0 OO COO® OO for students just
like you?
o I o D S e I o i DOOD ODOD OO ODOD
ettt tat e o e DD DPOD ODD@® @@DD®D| Rememberto
@@ OOE® O®®E@ @@®@| sendyourscores

PRI DIRODDDD DODD POOD® ODOD @DDP| (o coileges you
jololololojojolalolololofololoy POO® ®OOO® ®O®®® O®O®®®| greinterested in
@EEEEERERERE®EE® PO POOC® POD® @@DP@| ippiving to!
Glololololololololololol6]o10) OO0 OO0 COOO® OOO@| 9PPYNglH
lalalalalalolalalololalolalale)
e 0OO® 0PO® OO@O®®

jolajalolalololalalolalololoalo]
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Pre-ID Labels

Students in PSIS prior to January 30 will receive a pre-ID label for
their answer sheet. The label contains their state assigned student
ID (SASID) which they will need when completing their answer
sheet.

Students without pre-ID labels should be instructed to follow
directions for gridding their personal information on their answer
sheet. Schools should be prepared to provide them with their
CSDE state assigned student ID number (SASID).

Last First
Name Name '
Full SASID \l/ \l/ \l/ \l/
XXXXXXXKLO XHXXXXXXXXXXXXXXXXX20 XXXXXXXXX11 X (45)
Al Code —= xxxxxx 10 XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX34 (45) <— School
DOB: mm/dd/yyyy Name
Testand  —> SAT 2018 XXOXXXX10

Year

6 CollegeBoard



Verifying Information Pre-ID Labels
If the first name or last name listed on the label does not
correctly reflect the student’s name, please do not use the
label.

If any other information is incorrect, including DOB, SASID or
school information, the label should be applied.

Information included on the pre-ID labels is based on data in
PSIS. If errors are identified, please contact your District
PSIS Coordinator so that PSIS can be updated with the
correct information.

If you receive incorrect labels or labels for students no longer
enrolled in your school, or for students participating in the
saz. CTAA, please shred or destroy these labels in a secure

4 B2 manner.
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Preadministration Session

Schedule a session ahead of test day. If students to allow your
students to fill in student background information and request their
four free scores sends.

Affix pre-1D label to front of student answer sheets before the
session.

You will need the following to conduct your session:
Answer sheets with Pre-1D labels affixed
Blank Answer sheets
Student Answer Sheet Instructions
SAT School Day Student Guides

The testing manual containing preadministration instructions and scripts

6 CollegeBoard



Preadministration Session

__:;_ Those conducting the session will need to use the scripts in
the SAT School Day Standard Testing Manual or the SAT
School Day Accommodated Testing Manual under the
heading “Conducting the Preadministration Session.”

Some students who take the test may be absent for the
preadministration session. The two testing manuals (for
standard testing and accommodated testing) include
Instructions for assisting students to complete the student
Information and score sends on test day.

Students can add or change their four free score sends on
test day.

67 CollegeBoard




6 CollegeBoard




Test-Day Schedule and Procedures

Suggested Time Activities

6:45 a.m. *  Staff arrival
*  Facility preparation

7 a.m. * Review staff assignments and room
assignments

*  Distribute materials to staff
* Sign necessary forms

7:15 a.m. »  Staff report to their rooms
*  Prepare for student arrival

© CollegeBoard



Best Practices: Distributing Materials

The day before test day, complete testing room packets
for each room including test materials and fill out the
name of each Associate Supervisor and serial numbers
on the Testing Room Materials Report.

You may want to use large clear plastic tubs to contain
the test materials for distribution to each Associate
Supervisor.

Keep test books sealed in the plastic wrapping until test

ee the “Assemble Testing Room Packets” section of the
upervisor’s Manual.

I
|-
nh O
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Admitting & Seating Students Ig

Schools can plan for either a centralized check in or room check in.

If your school utilizes a central check-in, you'll check in each
student against your room roster before sending them to an

assigned room.

If your school utilizes room check in, Associate supervisors will
check in students as they arrive to their assigned testing rooms.

DO NOT allow students to select seats.
The Associate Supervisor has 2 choices:
Randomly assign seats OR

Pre-assign seats before admitting students.

("7 CollegeBoard



Marking the Rosters

P=present
A=absent
55D/5tudent  M=moved
Last Name FirstMame M.l. DateofBirth [IDNumber X=no entry

.Jana-s. Anita 3.e".5'.-f2£'-‘£?£? CRIFOFOT P

‘].':‘;;,M.re_z_ _Ju;,ﬂ_,l z,f,rj'/th?.-:? ..5_{5{5{5_{ F noaooo
.'3r¢wn Egmt#;fxzaaa v f?aafazﬁ'#f F
lg.z_r-mmﬁh‘"..“"..".E]J:""..""""""",ﬂ,.-"_fzfzgpg ' {?{?{?fpzj'f## F
Ha#hmrun ,r;,fjp/ o . aaa;azjggg F

o I = T ¥, I R H R T

Write the letter “P” next to each student who is present.

Later, when consolidating rosters, write the letter “A” next to
absent students.

Add any missing students including student name, date of birth,
and SASID at the bottom of the roster and check the
&85 appropriate columns.
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Admitting New or Transfer Students

Students who began attending your school after the first registration
file was submitted on January 30, may still be permitted to test if you
meet the following requirements:

Check your materials to see if you have enough materials to
accept new or transferred students eligible for School Day testing.
You cannot borrow materials from other schools.

If you have enough materials and space to test these students,
you will need to:

Have the students complete all fields on the answer sheet,
Including their State Assigned Student ID (SASID).

Ensure the student is accurately reflected in PSIS

LmOtherwise, test these students on the make-up test date.

6 CollegeBoard



Changing Students to Nonstandard or Standard
Testing

Students who have last-minute approval for accommodations

Students may need to change from a standard testing room to a
nonstandard testing room.

If you have enough books, and the student doesn’t need a nonstandard
format of the exam, you can move the student to the nonstandard
testing room.

A student who opts not to use his or her approved accommodation
must provide a written note signed by the student’s parent or
guardian. The note must be included with a completed SIR when
returning test materials.

Mark student absent on standard roster, and add him or her to the
nonstandard administration report or vice versa.

6 CollegeBoard



Best Practices: Admitting Students

Split admission tables up by alphabetical order, and
post signs indicating where students should go for
admittance.

Create “room slips” to give students as you check them
In to the center. This helps room supervisors quickly
identify whom to admit.

Pre-plan where to assign unregistered students.

Pre-plan where to assign late students.

6 CollegeBoard



Managing the Breaks Ii

Break time is not part of testing time — the
“clock stops” after the timed section ends.

Cell phones and any other electronic devices
are prohibited at all times during testing,
Including breaks.

Associate Supervisors must secure materials
during breaks.

Students should not converse during breaks.

f‘) CollegeBoard



Best Practices: Managing Breaks Iﬁ

Tell students exactly what time they must be back in their seats.
If possible:
Designate nearby rest rooms for the use of testing students only.

Do not allow non-testing students in the hallways near the testing
rooms.

Monitor halls:
Do not allow students to converse in the halls.
Use of electronic devices of any kind is prohibited.
Monitor restrooms:

Ensure that hall proctors patrol hallways and monitor restrooms during
scheduled breaks.

6 CollegeBoard



Preventing Theft of Test Materials ﬂ

In the testing room:

Keep materials out of the reach of students.
Never ask students to distribute test materials.

Make sure that no one copies, removes, or
photographs any part of the test materials.

Never leave test materials unattended.

("7 CollegeBoard



Counting and Distributing Test Materials Ig

The Associate Supervisor must:

Keep materials out of the reach of students.
Count test books:

Before distributing

After distributing

Before dismissing students
Distribute test books in serial number order.

Account for all materials on the Testing Room Materials
Report.

__ “Get Started” section of the Testing Room manual.

6 CollegeBoard



Count Test Materials 6 Times Iﬁ

Supervisor Associate Supervisor

When delivered to school

When distributing to Associate
Supervisors

4]

il When receiving

In testing room:

4 = After distributing to students

S  Before dismissing students

When collecting from Associate
Supervisors

© CollegeBoard




Associate Supervisor's Use of Forms

Train your staff on the use of the following forms:
Room Roster
Testing Room Materials Report with seating chart
Supervisor’s Irregularity Report form (SIR)
Request to Cancel Scores form
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Associate Supervisor’s Notations on the Testing
Room Materials Report

Rear
--‘_\—\__ -'_'_'_'__
: ) -
e -
--‘-\—\__ __,_o—"-
[ I
e N
|-
_,-o—""_--f T
- T ——
o= T
.o—'_'_-- - T
o -’"_i l l B
— =
- T
(= — \(
a
= e SETETS EFETE EFEFS EFEST
o
=
LLI
=
Ll
FrEss ETETD FETaTE ETaTs &gl BETETT \
STEES ETESS EFrEST STETK FFEEF SETEFT
FTEER FTEERT FFETE BEFETT FFETE FreFs
BFEET FTESET i FFETE FFETS ETEF=E FTETE 3?59‘6“)
= i=of
| T .\_,:.IJ"IF;:::‘] g T Front (rest taxers face this way) T

The seating
chart is found
on the back of
the Testing
Room
Materials
Report.
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Supervisor’s Irregularity Report (SIR)

SUPERVISOR’S IRREGULARITY
CollegeBoard REPORT (SIR)
ENERAL INSTRUCTIONS TO SUPERVISOR:

[ TEST BOOK INFORMATION Test Secion/Sub
o O on [TTTTTT]

e [T T[] ot ook st

o
L[]

Use to record any unexpected issue in the testing

room or center.

Interruptions
Shortage of materials
Student illness
Misconduct

Defective testing materials

Prohibited items

Some issues may need immediate attention and

a call to CSDE or SAT School Day Support.
F; See Appendix of the Supervisor’s Manual or

Testing Manual for instructions and Irregularity
Chart. © CollegeBoard



SAT Request to Cancel Test Scores Form

-

Reminders:
[}

SAT® Request to Cancel Test Scores 3

Fax: 610-290-8978

Use this form only if you wish to cancel scores for the SAT or SAT Subject Tests™.

Complete this form and give it to the Associate/Room Supervisor before you leave the testing room. You may

- -
E aC h ASS O C I ate S u e rVI S O r cancel scores after you leave, but your request must be received no later than the Wednesday following your
test day. If you are testing on a day other than a published weekend administration date, check with the room
supervisor for the deadline that applies to you.
- - Completing and submitting this form will cancel ALL scores for ALL tests taken on the day in question, except in
S O u ave C O I e S O t I S the event that your calculator or CD player malfunctions while you are taking an SAT SubjectTest in Mathematics
or a Language with Listening Test. In the case of equipment failure you will be allowed to cancel scores for a single
SAT SubjectTest. You must have communicated the equipment malfunction to the room supervisor during the
Mathematics Test or the Language with Listening Test.

fo r I I I Once we receive your cancellation request, we cannot reinstate your scores, and they will not be reported to you or
" to your designated institutions.

TEST-TAKER: PLEASE PRINT

- Last Name First Nama: ML
If a student becomes ill, the |-
’ State: Country: ZIP/Postal Code:
- - Registration Number: ________ Date of Birth: Sex:
ASSOC I ate S u p e rVI SO r m u St TestCenterMumber: ___ Test Center Mame:
City State: ZIPfPostal Code
- - Please cancel my: SAT —  AISAT SubjectTests — Single SAT SubjectTest (equipment failure}®
S I g n th e fo rm an d re CO rd It *%| tasted in: ___ October — November — December — January
March May June Other (give data)

Test-Taker's Signature;, Date
O l I ‘ E n * Request to cancel test scores for eguipment failure must ba signed by the Associzte/Room Suparvisor

** If this is a makeup test, check the month you registered for.

IMPORTANT: ASSOCIATE/ROOM SUPERVISOR ACTION REQUIRED FOR CANCELLATION

BECAUSE OF EQUIPMENT FAILURE OR SUDDEN ILLNESS.
u ‘ E n S av‘ ! u O ‘ ! f this iz a cancellation because of sudden iliness or cancellation of a single SAT Sub score due to equipment
fai Si s R (SIR! i

Failure, you must note this on t upervisor's Irregularity Report (SIR) and signify this action by signing below:

noted this canceliation Associate/Room

third school day after test R e ==

TEST-TAKER: If submitted after test day, your reguest must be received no later than 11:59 p.m. U.S. Eastern Time on the
Wednesday followi ing on a day other than a published weekend administration da hedck with

p . If 1
d a to ‘ a n ‘ e I S ‘ O re S the reom supervisor for the you. Fax your signed reguest to: 61 I0-8978, or send by overn
" SAT Program, Score Canceliation, 1425 Lower Ferry Road, Ewing, NJ 0B618.

College Board, achieve more and SAT are registered trademarks of the Collage Board.
SAT Subject Tests is a trademark owned by the College Board,

9221115005  P7743E200 « rivtad in LLS.A.
TIOET
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Preparing Rooms

Staff should have:

-  Test books (in serial number order)
and pre-labeled answer sheets

*  Copy of roster and/or NAR with pre-
assigned testing room assignments

«  The correct testing manual for their room
Staff should post the:

«  “Quiet, Please” flyer
on testing room door

*  “No Cell Phones” flyer prominently

|

Cell Phones!

If your cell phone is out, makes

ANY noise or if you use any
ized device, we will:

= DISMISS vou from testing

= CANCEL your scores

= CONFISCATE ‘your phone or device

g‘.."‘..‘::‘:,‘:;:.ﬂ,".‘:'::.,“.::‘.':’;‘:'_ e I!_- SAT
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Preparing Rooms

Staff should post on the board:

- Date Today's Date: mm/dd/yyyy
AI Code: #HHHAHH
Al Code High School Name, City
_ Room Number: ###
* High School Name Start Time: hh:mm

and City End Time: hh: mm
* Room Number USE A NO. 2 PENCIL ONLY.

- Start Time DO NOT USE A PEN OR MECHANICAL
_ PENCIL.
«  End Time

* Reminder to use No. 2 pencils

- Reminder not to use a pen or
.. mechanical pencil

© CollegeBoard



Testing Students Ig

Associate Supervisor must:

Read the scripts verbatim to students.

Watch for common student infractions:
Use of cell phone
Attempts to copy
Attempts to remove test materials

Never leave room/test materials unattended.

Secure test materials out of reach of students.

See “Testing in the Standard Room” section of the Testing Manual
or “Testing in the Accommodated Room” in the Accommodated
_ Testing Manual.
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Before Dismissing Students Iﬁ

Collect answer sheets and test books in the same order they
were distributed:

Verify each student’s identifying information:
Check the pre-ID label applied to the answer sheet.
Check page 1 of each answer sheet for completeness.

Check that written and bubbled information match.
Account for all materials:

Verify by count.

Verify by serial number.

Do not dismiss students until all test materials have been
., accounted for.
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Testing Room Materials Report

Fill in the date, center number, room number and type, and
Associate Supervisor’s name.

Indicate the number of test books and serial number range(s).

Use form on back cover of Testing Manuals.

Part 1: Account for test materials issued to you as supervisor of a testing room.
Part 2: Complete the seating chart to record how test books were distributed in the room or section(s) of a large room.

At the end of testing:
* Complete all information on the front of this report in Part 1 (blocks 3 and 4) and sign it in block 1.
¢ Return this report, including any additional seating charts (for sections of a large room), to the test center supervisor
or SSD coordinator if testing students listed on the NAR.

BN vestinvG room inForRmaTION
Testoate /0 /16 /13

TEST CENTER NUMBER*: ? o i 77 ROOM NUMBER: ’ﬂ/ ROOM TYPE: Standard <) Nonstandard
* SSD coordinators: Enter your 6-digit school number,

Please print and sign your name below to indicate that the information you have provided on this form is accurate to the best of your ability.

ROOM SUPERVISOR: Ara bella J‘ftﬂ-‘-_f visore_ o
NWWW
Signature (/ o

Part 1 — Accounting for Test Materials

FJEST BOOKS RECEIVED QUANTITY SERIAL NUMBER RANGES
OO 1 w_ oo LeE
Total number of test books received: to
to

|V uuu-.-.-geBoard

COTRMRI TS ALY -
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Best Practices: In the Testing Room

Mark the serial numbers on the Testing Room Materials Report
during the first test section.

Have extra No. 2 pencils in every testing room.

Ensure a working clock is visible to students and is readily
available, if needed.

If consistent with your school rules, make a plan for collecting
students’ cell phones before testing starts and returning them at
the end of testing.

On test day, remember to have students fill out Form Code ID, Test
ID, Test Book Serial Number and Testing Room Code in the
“Complete on Test Day” section on the back of the answer sheet.
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Nonstandard Administration Report (NAR)

6 CollegeBoard

2018 SAT® School Day Nonstandard Administration Report (NAR)

Date Generated: January 26, 2018
School Code: 472289
School Name: FRANK W COX HIGH SCHOOL

2425 SHOREHAVEN DR
VIRGINIA BEACH , VA, 23454-1749 , US
Primary Test Date: April 10, 2018

This report provides detailed information for students with approved accommodations who will take the SAT School Day test starting on April 10, 2018. Use this report as a
planning tool to identify the number of test rooms, staff. and schedule for the test. Plan to print copies of the report prior to test day and distribute to staff responsible for
administering the test in the testing rooms.

The report is organized into the following sections:

* Section | - Students who must complete their test on April 10, 2018
* Section 2 - Students who may complete their test during the accommodated testing window. Testing can begin as early as the primary test date and can extend
through the timeframe listed in your supervisor manual.

You must complete the fields below and return the roster with the completed answer sheets. If you experienced issues during the administration,
please refer to the irregularity chart in your AT School Day Supervisor Manual to determine if a Supervisor Irregularity Report (SIR) should be submitted.

Testing Supervisor's Name:

Testing Supervisor's Signature:

Telephone Number:

Email Address:

Supervisors will
complete the first page
of the NAR and sign the
form after testing.

Return the completed
NAR in white
accommodated testing
envelope with used
answer sheets in answer
sheet return shipment
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Check for Prohibited Devices & Aids Iﬁ

Cell phones or smart phones, smart
watches, wearable technology

Audio players/recorders, tablets, laptops,
notebooks, or any other personal
computing devices

Separate timers of any type (watches or
other device with a timer)

Cameras or any other photographic
equipment

Any devices, including digital watches or
smart watches, that can be used to
record, transmit, receive, or play back
audio, photographic, text, or video
content

Pens, highlighters, mechanical or colored
pencils

Books, dictionaries, or references of any
kind

Compasses, rulers, protractors, or cutting
devices

Notes, pamphlets, or papers of any kind,
including scratch paper

Earplugs
Calculators used during a section that
does not permit calculator use.

Unacceptable calculators that have
typewriter-like keypads, use paper tape,
make noise, or use a power cord



Equipment and Materials Allowed in Testing Room

Equipment must be battery operated and must not require a power
cord.

Calculators are NOT allowed on desks except during the
Mathematics Calculator section.

Snacks and drinks must be packed out of sight in the testing room
and can be consumed only during breaks. Snacks must be outside
of the testing room and away from test materials wherever
possible.

No. 2 pencils

Test book can be used for scratchwork.
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Calculator Policies

Only battery-operated, handheld equipment can be
used for testing. No power cords are allowed.
Calculators permitted during testing include:

Most graphing calculators (these are listed in the
manual)

All scientific calculators

All 4-function calculators (not recommended,
however, Is the only calculator approved as an
accommodation on the “no calculator” section.)
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Calculator Policies

Test-takers can also bring backup equipment and extra batteries.

Test-takers cannot share calculators.

A “No Calculator” symbol appears at the top of the 1;:,‘
Math With No Calculator section, in which calculators are not h;:-
allowed.

Seat any test-takers using a calculator with large characters (one
inch high or more) or raised display that might be visible to other
test-takers in a location where other test-takers cannot view the
large or raised display.
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Best Practices for Handling Electronic Devices

If your school already collects phones and electronic devices for
testing, we encourage you to continue using the methods that
work for you and your students.

If you do not currently collect students’ electronic devices, here are
some suggestions:

Instruct students to disable alarms and power off cell phones when they
enter the testing room.

Eollect students’ cell phones and wearable technology in a
basket/envelope/bag before testing begins.

Give students sticky notes and/or smaller envelopes to label their items
with their name.

Collect labeled items from students once they're seated.

6 CollegeBoard



Issues on Test Day

The test manual details the different
testing irregularity scenarios that may
arise on test day and how to handle each
one. Please contact Michelle Rosado at
the CSDE at 860-713-6748, If you are not
sure what to do.

I S Py
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Reporting Testing Incidents

Report all incidents or issues on the
Supervisor’s Irregularity Report (SIR) o ———
form.

All reports should be complete and
explicit.

The person reporting the incident should :
Include his or her own contact information. j

If you are noting a group irregularity,
include the testing room code if one has
been assigned and include the names of
the involved students on the last page of
the irregularity report.
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Supervisor Irregularity Report (SIR)

You may need to contact CSDE or SAT School Day Support
depending on the incident.

Irregularity

Irregularity Chart

How to handle irregularitiea

What you should do

How to fill out the SIR

‘Teat Site lagues

‘Test site closing/
cancellation of testing

J

Call CS0E immediately.

In the ewvent of a storm, power fallure, or other

emergency that requires cancellation before teat day:

= Notify your principal or district.

» Notify campus/building security.

= Notify students of the cancellation.

» Don't attempt to use the test materiale you heve on-
gite. Sacure them for earlieat poesible return.

» Order mekeup materizls a3 soon a8 possible.

Explain circumstances and impact
of issue and section(s) affected.
Bubble Page 1, SBection
6—"Disturbance/Interruption_™
Inchude a liat of students afected.

Call C8DE immediately
whether resolved or not.

» Provide clear instructions for student safety.
= Direct students not to talk or use electronic devices.
= Collect teat books and anawer hests, if necessary.

Ensure that the room ie locked if everyone must leave.

» Monitor students if they must leave the testing room.
Eeep them together in a group and do not allow them
to go to their lockers.

= [f you're able to repume testing, ensure that materials
and students were properly monitored, and continue
testing where each room left off. Timing should be
peused, end no extra time may be given.

= If festing muat be cancaled:

— Don't attempt to uae the teat materiala you have
on-gite. Secure them for earliest possible return.
— Order makeup materiale & soon as poasible.

— Motify students that they will be taking a mekeup test

MNote the source, length, and
impact of the interrption and the
eection(s) affected.

Bubble Page 1, Section
6—"Disturbance/Interruption_ ™
Fill in the number of affected
students in 6a and the teating
room code in box 6b. If the entire
echool iz affected, note this in

the Comments; otherwise, if no
testing room code ig available, list
the individual students and their
answer sheet litho codes.

COTRMRI AT ANy -
SN AT LY D

L[] See Appendix in
- all three manuals
for the Irregularity

Chart
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Best Practices: Monitoring Testing

Make plans for staff breaks ahead of time.
Arrange for how staff can communicate with you.

Collect room rosters at a prearranged time so that you
can consolidate them before testing ends.

Follow rules from the manual for break time and clearly
convey them to students and staff before test day.

6 CollegeBoard



After the Test
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Reporting Tasks

After the exam, you should:
Complete all appropriate reports and forms.

Retain copies of all documents related to the
administration for 6 months after the test, in particular
SIR forms, attendance rosters and tracking numbers.

6 CollegeBoard



A Chart of Forms to Return

Form Name Purpose Filled Out by
Supervisor’s Report | Records the number of used answer | Supervisor
Form (SRF) sheets.
Testing Room Records information about the test | Associate
Materials Report materials that were used in the Supervisor
(TRMR) testing room, the seating chart and

staff/proctors assigned to room.
SAT® Testing Staff Lists terms and conditions you agree | All Staff

Agreement

to abide by as an SAT testing staff
member.

Supervisor’s
Irregularity Report
Form (SIR)

Records information about any
irregularities that occurred during
the test, or any questions about test
items.

Supervisor or
Associate
Supervisor

© CollegeBoard




A Chart of Forms to Return, cont.

Form Name

Purpose

Filled Out by

Score Cancellation
Form

Used to request cancellation of test
scores on test day or no more than 3
school days after the test.

Test-Taker

Master Student List
or Room Rosters

Contains information about test-
takers who were absent or present
for the test, as well as about
unregistered test takers.

Supervisor or
Associate
Supervisor

NAR

Contains information about
students approved for
accommodations .

SSD Coordinator

© CollegeBoard




What To Do With Materials Chart

[ 7 See the Appendix in the Supervisor Manual for a chart describing
which materials you should keep, which you should return and
which should be destroyed.

KEY INFORMATION
What to Do with Materials
HOW TO HAMDLE TEST MATERIALS AFTER TESTING IS COMPLETE
Eeep Copies for
Test Materials Return Your Records Destroy
aed angwer shests Yes - in answer sheet return shipment Mo o
Uzed angwer sheats Ve - in white Accommodated Testing Mo Bl
(regular and large block) for Envelope in answer sheet return shipment
atudents listed on the NAR
Unuzed anawer sheats Yies - in teat book return shipment Mo Bl
after makeup testing ks complete
Answer sheats with Mo - unless uged for makeup teating Mo Securaly atore until
demographic informeation makeup testing, then
or label bt mo ibem securely destroy
regponses (abeentes) after makeup testing
1= complets
Unuzed pre-ID labeals Mo - atore sgecuraly if needad Mo Yea - gacurely destroy
(if applicabla) for makeup teating after makeup testing
1= complets

Answer sheat instructione Mo Mo Yea - after makeup

testing is complete
Teet books (used and Yes - in test book retumn shipment [g) Mo B
unuaed, standard and
alternate test formats)

© CollegeBoard



Supervisor’s Report Form (SRF)

BRI e SAT When testing has concluded, the test

B supervisor is required to count the number
of answer sheets and record the number on
the SRF.

This form is scanned and must be
completed using a No. 2 pencil.

You cannot make copies of this form.

o, _#4/771/2077

A sample form is included in the
. supervisor’'s manual.

Make sure you have your six-digit Al code
available when completing this form.

6 CollegeBoard



Best Practices: Reporting

Obtain any missing signatures (such as on the TRMR)
when staff turn in their room materials.

Instruct staff to return test books in order by serial
number.

Have staff wait until you have counted the materials
before returning to their regular duties.

6 CollegeBoard
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Returning Materials

For SAT, you will receive two sets of return materials:

One for all standard and nonstandard students who
finish testing on the primary administration.

One for students testing in the two-day accommodated
window

Standard and nonstandard materials can be returned
together this year.

New materials will be sent for the makeup test.

6 CollegeBoard



Packing Answer Sheets

Answer sheet return bags/boxes will have two labels pre-applied:
a colored label and a UPS shipping label.

Refer to your supervisor’s manual for detailed directions on
returning answer sheets.

Used answer sheets and other materials needed for scoring from
the primary School Day test date must be returned the day after
the test.

Keep unused answer sheets until after the makeup
administration. This includes answer sheets that already have
demographic information and/or a pre-ID label but not item level
responses (absentees). . 2

UPS By Colored

Label i Label
% [T T
g 5
i |
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Packing Test Books

by "“'"hs Reuse the boxes your test

materials arrived in to return test
I 00500 books

& GH;'EN,P”W””I\, - Loose UPS labels will be included

I' \l ,N‘M‘]M}]HI’"HI)I In the shipment with the header

L. “TB Returns”

Be sure to look for these labels
IIUIIHIHI “ when receiving your materials and
set them aside. They may shift to

the bottom of the box during
shipment.
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Instructions for Returning Materials

| | 7] Detailed instructions for packing and returning answer sheets and

test books will be included in the Supervisors manual.

Returning Used Answer Sheets and Forms

Returning Test Books and Unused Answer Sheets

1. Pack

Use the prelabeled white retum bax/UPS Express Pak that came with
yaus test materials to pack in the crder shawn.

Supervisor's Report
Form (SRF)

Annotated Master
Student List

&7

Gray Envelope

White Accommodated
Testing Envelope

Ancillary items, if any D

Regular used

answer sheets

GmyEnwlnpel}nnlnmn
» Testing Roam Materials Reparts
® SAT School Day Testing Staff
Agreement form
Supervisor's Iivegularity Reports (SIRs)
* Defective test, MP3s, or ATCs
* Request to Cancel Test Scores forms

White Accommodated
Tastng Envelope Contents

= Test books far stisdents appraved
ta write answets in their test books,
clipped tn carrespanding transcribed
answer sheets
= Seratch papes, compister pages,
o braille pages, all clipped to the
answer sheets

Possible Ancillary ltems
Place any cf thess itema that apply on top
of the regralar used answes shesta:
= Used answer sheets associated with
an irregularity, clipped to an SIR.

1 Pack

2. Seal

andhdlduouhthlhmllhum_
1. Used and usused MPHATC formats,
if any {Place in original packaging.)
2. Used and unused test books
3. Unused answer shests

v cover, ar crass aut the
riginal shipping labels.
= For small baxes, the taps should extend 3 inches.

= For large boses, phace tape around the perimeter
of the box.

—_

X

Used answer sheets with misglaced
marks, clipped togethes by student
Test bocks containing answers that
T——
cr defective angwer sheets)
2. Ship B . 3
use rubber bands, tape, or staples. o
® Do nat wrap answer shosts in anything.
- D ith anather label of

place another label on the same bax.

3. Label
» Use the supplied UPS return labels

* Remove any oid labelafrom the bax,
then place ane label an each box.
Do nat pist twn UPS retun labels on
‘ane box. Make sure sach kabel can be
clearly read.

* Note the UPS tracking number
{starting with 12 i tne cemter o the
Tabel) fo yous recards.

= Hote the UPS tracking mumber (center of the label—
sample at laft) for your recards.
= Fill in the calored partion af the label {sample at right)
with your school name, number, and addreas.
= Print box musber and total number of bexes being seat
fe.qr, Bax 1 of 2) on the labe] (sample at right).
Iiyoure returaing more than ane bos of materials, bas 1
should include all s alang with
any angwer shests that fit. Place any remaining answer
sheets in

HOTE: Supplied labeils may be different from samples shown.

Important Notes
= D not pat answer sheets inside test bocks.

* Make aure the umused answer shess you areseturning hiave 0o uarks, oo bubbles Elled n, and no

erasumes oo
mmhnimylnnd I.utb-

b ‘l-d.Sm

shosts th in

ndocmation bulanging 0 sicht who e U1tk G the sk e e peary o mm—m
be carefully

distributed to the matching stadents.

= 1 yois et abels e alsning, coetact Schoo] Dey Sugpett.

TR MRD LAY Al e

SN AT LY D

ACSDE
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Test Make-ups

Students who miss the initial test administration, will be required to
take the SAT on the make-up date, April 24 or 25, 2018.

Schools will request makeup materials through a process similar
to last year. Information will be provided before testing regarding
access.

Schools will receive all new materials for the makeup
administration. However, keep unused answer sheets until after
the makeup administration. This includes answer sheets that
already have demographic information and/or a pre-ID label but
not item level responses (absentees).

6 CollegeBoard

154



Testing at an off-site location

Most schools participating in the March 2018 Connecticut SAT
School Day will use their schools as their testing location.
However, for schools that submitted a request and received
approval for an off-site testing location, you may be planning for
administrations at more than one location.

The school Al code is common across all testing locations.
Schools approved for off-site testing will receive a unique test
center code for each location once they are approved for testing
by the College Board. Off-site locations will need to use this code
when filling out the SIR or SRF.

6 CollegeBoard
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Testing at an off-site location

Materials should only be transported to the off-site location at such
time as the off-site test supervisor will be available to accept them
and ensure the security of test materials from arrival until their
return.

Test books are shrink-wrapped. For security reasons, do not unseal or
open the wrapping around the test books until test day.

The shipment will include enough Supervisor kits, return materials and
manuals to accommodate distribution to each of your off-site testing
locations.

Advance arrangements will be made for you to have a courier pick up
the return packages before the end of the test day or, at the latest, by
the next school day after the test administration for each testing

location.

6 CollegeBoard
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Test Day Webinar Training

Test Day training Is required for all Test
Supervisors and SSD Coordinators.

TCS and SSD Coordinators must
participate in live or online training prior
to test day.

Online training will be posted to the
CSDE web site shortly.
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Questions?
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